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CAREER PREFERENCE OUTL INE

This outline is designed to provide information regarding the emplcyese's career
interests for consideration by his Career Service. It will be completed and forwarded
through normal channels to the Head of his Career Service. The original wilil be filed
in the employee's Official Personnel Folder.

- CONSULT ATTACHED INSTRUCTION SHEET PRIOR TO COMPLETING THIS OUTLINE -

SECTION A, GENERAL

1.INAME OF EMPLOYEE (Last-First-Middle) 2. DATE OF BIRTH 3. SERVICE DESIGNATION { 4. GRADE
5. ORGAN | ZATIONAL T1TLE 6. POSITION TITLE . |7 6CCUPATIONAL CODE | 8. OFFICE OF ASSIGNMENT
SECTION B. ' : CAREER INTERESTS

9. GENERAL TYPE OF ACTIVITY

~

10, SPECIFIC TYPE OF ACTIVITY (Including assijnmenta)
’ “A. IMMEDIATE (Within next 1 to 2 yeara)“

B.«LONG-RAN(I;E (Within next 3 to.5 years)

SECTION C. TRAINING__

11. ORGANIZATIONAL. EXTERNAL, AND ON+«THE-JOB TRAINING
'A. IMMEDIATE (Within next | to 2 years)

8. LONG-RANGE (Within next 3 to J‘years) '

12 ADOITIONAL COMMENTS

| RECOGNI!ZE THAT THE IMPLEMENTATION OF MY 13. DATE COMPLETED 14. SIGNATURE OF EMPLOYEE
CAREER PREFERENCES MUST DEPEND UPON THE ’
NEEDS OF THE ORGANIZATION. | UNDERSTAND
THAT MY PERFORMANCE' CAPABIL'T]ES AND
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SECTION D. . COMMENTS BY SUPERVISOR

15. RELATIVE YO CAREER INTERESTS OF EMPLOYEE

16- RELATIVE TO TRAINING FOR EMPLOYEE

17. TYPED OR PRINTED NAME OF SUPERV!SOR 18. SIGNATURE
19. TITLE . 20. DATE

SECTION E. FOR USE OF CAREER SERVICE

21. COMMENTS

22. TYPED OR PRINTED NAME - ' 23. SIGNATURE
i.
24+ TITLE . . ' 28, DATE

f ' " ,LEAVE BLANK'
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INSTRUCTION SHEET
CAREER PREFERENCE OUTLINE

FORM NO. 1030

CAREER PREFERENCE OUTLINE
GENERAL
DEFINITION: A Career Preference Outline is a documentéd description of proposed

career activities for an employee for an appropriate specified period. It
serves as a guide for future personnel actions.

'DESCRIPTION: A Career Preference Outline consists of statements by the individual

of his career interests to which are appended the comments of his supervisors
and his Career Service. The proposals may 1lnclude suggested retention in
present position, reassignment, or training. Such proposals may be specific
or general in terms of time and place. Individuals and supervisors will rec<"’
ognize that continuity of carger interest and consistently satisfactory per-
formance rather than rotation from area to area or function to function are
basic in career progression. Career plan.ing does not imply that proposals
for reassignment or formal training are inherent or must be included in a Ca-
reer Preference Outline.

PURPOSE: The Organization, through the career planning progfam, maintains an in-

ventory of employees' preferences for use in planning utilization of manpower.
Preferences are reviewed and evaluated by the employee's supervisor and his-
Career Service in terms of his potential and the needs of. the Organization.

INSTRUCTIONS FOR EMPLOYEE

IMPORTANT -- Read These Instructions Carefully and Complete Items 1 through 14.

An employee 1s encouraged to discuss his career interests and proposals
for training with his supervisor, Career Management Officer, and/or Tralning
Liaison Officer. Specific instructions are listed below:

JTtems 1 through:4 -- Sclf-explanatory.

: Item 5 ORGANIZATIOWAL TITLE -- Indicate the title you use in signing official cor respondence.
Indicatc "None™ if no organizational title is assigned to you.

Item 6 and POSITI(N TITLE -~ OCCUPATIONAL CODE -- Indicate position title and code, e.pg., In<
t,?]huencc Officer (Gen.) G:-0132.05. Position title and code appear on the. --’m- side,
o] SE- 52

JItein ‘8 OFFICE OF ASSIGNWNT -- _Indicate component, Division and Staff, and Branch or Section,-
e.g., OP/PAD/bupport Branch.

‘Item 9 QENERAL TYPE OF ACTIVITY -- Indicate the general area of work in which you are interested,:
e.g., Collection of Inftclligence, Communicating, Personnel Administration, Reports anal-

ysis, etc.

Item 10 SFFCIFIC TYPE OF ACTIVITY -- Indicate the particular type of assignments which are your
immediate and long-range objectives,. e.g., Case Officer, Radio Operator, Placement Of-~
ficer, Intelligence Officer nglOCh("nlstry , etc.. (Use the QOccupational Handbook of
Classification Titles and Codes, ﬁif available.)

“Item 11 ORCGANIZATIONAL, EXTERNAL, A N TIE JOB TRAINING -- Indicate what training you helieve
: you shou]d have in order to increase your value to the organ1zat10n

For organizational training use OTR Catélog of Courses, if available,
Example: .Basic Qrien tation B- 3, ReadingilImprovement I- 7,/0perat1ons Familiarization
‘0-2, Effective Writing B-2

For external training nge name of course and location,
Example: ] o dJ

Ttem 12 ADDITIONAL CONMENTS -- Include any information mot given elsewhere which might be:useful
in consideration ol assignments and training for you in the future.’
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INSTRUCTIONS FOR SUPERVISORS AND CAREER SERVICE OFFICTIALS

Supervisors and officials assisting in the preparation of Outlines or reviewing pro-
posals for future personnel actions should ensure that the real needs and potential
of the individual are coordinated with the present and future requirements of the
Organization. Specific proposals for reassignment and training included in Outlines
are not to be considered as commitments on the part of the individual or the Organi-
zation. The expression of the individual's career interests and proposals made in
the Outline is a guide for future major personnel and training actions affecting the
individual and must be subsequently considered by officials when approving such ac-
tions. This is not intended to restrict desirable flexibility of action but rather
to ensure that major actions which deviate from the proposals in an Outline are taken
after serious consideration of all pertinent factors. In line with this requirement,
Career Preference Outlines are made & part of an official record (¥.g., placed in

the individual's Official Personnel Folder) so they are available to all officials

responsible for initiating and approving subsequent actions affecting the individual.

COMMENTS BY SUPERVISOR

Items 15 and 16 - The supervisor should comment on the employee’s statements of his career interests
and desired training. He will include specific recommendations, if possible, for the employee's
future utilization.” The Outline should serve as a basis: for a discussion with the employee of
his ‘strenghts and wesknesses. The Career preference Qutline with items 15 through 20 completed /
should be forwarded to the Head of the employee’s Career Service promptly. Supervisors in the

field will forward the Outline through normal channels to Headquarters.
Items 17 through 20 - Self-explanatory T T ;

'FOR USE OF CAREER SERVICE ! : !

- - T :

Item 2] - Career Service officialsi%ill review the employee’s statements of g_r_éference'and the super:-‘
Tt visor's comments in terms of - the needs of the employee and :the Organization.” ~~ ;

) ‘Items ;-22"”1..'?1‘}:81“1{;}1_‘;25'!- Self-explanatory - {
(’(1 ‘ e DI STRIBUTION !

The original of the Career Preference Outline will be forwarded to the Director of Personnel .
and filed in the employee's Of ficial Personnel Folder. Copies of the Outline may be shown or.

N distributed, subject to the approval of the Head of the employee’s CareérSérvice, to officiats
v in other Career Services who may be concerned with his development and utilization.
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